
                

ME-1         PERFORM MONTH END PROCESS 

Trigger :   Transactions are Complete 
 
Module:   General Ledger (GL) 
 
Roles:   GL Processor 
   GL Reporter 
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Perform Month End Process (cont’d) 

The Month End Close activities in FI$Cal  are performed by departments and the FI$Cal Service 
Center.  This presentation focuses on the month end activities and responsibilities of departments.  
Refer to FI$Cal Job Aid – FI$Cal.009 Running the Month End Process for additional information. 
 
The timeline to close a fiscal month is typically between the 10th and the 15th of the following 
month. Departments should establish tasks and responsibilities to complete the month-end close 
activities on a timely basis.  A list of the departmental month end activities is provided below.   
 
1. Establish the month end cutoff date and notify staff 
2. Complete transactions (All modules) 
3. Run Outstanding Transaction Queries (Voucher, Deposit, Item and Journal) * 
4. Verify Account Receivables transaction are posted * 
5. Review/correct Suspense Journal Entries * 
6. Run Labor 
7. Verify Sub-Modules Journals are sent to General Ledger * 
8. Close Sub-Modules 
9. Run Allocations 
10. Check “Clearing Program” from Commitment Control to make sure balances are zero * 
11. Run Depreciation Close process 
12. Close General Ledger 
13. Confirm Closure of Month * 
14. Proceed with post month-end activities (PFA, reconciliation, etc.) 
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Note: * The navigation and parameters for activities 3, 4, 5, 7, 10 and 13 are attached. 



Perform Month End Close Process (cont’d) 

Activity 3 - Run Outstanding Transaction Queries for Deposit, Items (AR), Journal and Voucher.  
 Navigate to Reporting Tools>Query>Query Viewer.  Use % (wildcard) to search for the 
 ZZ_Outstanding queries for Deposits, Items, Journal and Voucher shown below. 
 Click on the HTML link to view the query parameters.  See pages 4 to 7.  
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Perform Month End Close Process (cont’d) 

Activity 3 (cont’d) –  After clicking the HTML link for the ZZ_OUTSTANDING_DEPOSIT – 
 Outstanding Deposits query, the query page will display.   
 Enter the Business Unit and Date parameters for your query.  Click Search to 
 view the results. 
 
 Tip: It is good practice to run the Outstanding Queries weekly to stay on top 
 of and resolve outstanding deposits that need to be posted to the GL. 
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Perform Month End Close Process (cont’d) 

Activity 3 (cont’d) –  After clicking the HTML link for the ZZ_OUTSTANDING_ITEMS – 
 Outstanding Items query, the query page will display.   
 Enter the Business Unit and Date parameters for your query.  Click Search to 
 view the results. 
 
 Tip: It is good practice to run the Outstanding Queries weekly to stay on top 
 of and resolve outstanding Items that need to be posted to the GL. 
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Perform Month End Close Process (cont’d) 

Activity 3 (cont’d) –  After clicking the HTML link for the ZZ_OUTSTANDING_JOURNALS – 
 Outstanding Journals query, the query page will display.   
 Enter the Business Unit and Date parameters for your query.  Click Search to 
 view the results. 
 
 Tip: It is good practice to run the Outstanding Queries weekly to stay on top 
 of and resolve outstanding Items that need to be posted to the GL. 
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Perform Month End Close Process (cont’d) 

Activity 3 (cont’d) –  After clicking the HTML link for the ZZ_OUTSTANDING_VOUCHERS – 
 Outstanding Vouchers query, the query page will display.   
 Enter the Business Unit and Date parameters for your query.  Click Search to 
 view the results.  

 
 Tip: It is good practice to run the Outstanding Queries weekly to stay on top 
 of and resolve outstanding Vouchers that need to be posted to the GL. 
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Perform Month End Close Process (cont’d) 

Activity 4 -  Verify Accounts Receivable transactions are posted.  For AR Pending Items, run the 
 Group Not Set To Post, click search. 
 
 Tip: It is good practice to verify pending item weekly to stay on top of and resolve 
 issues. 
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Perform Month End Close Process (cont’d) 

Activity  4 (cont’d) - Verify Accounts Receivable transactions are posted.  For AR Payments,  run 
Incomplete Payments, click search 
 
 Tip: It is good practice to verify pending item weekly to stay on top of and resolve 
 issues. 
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Perform Month End Close Process (cont’d) 

Activity 5 - Review /Correct Suspense Journal Entries, click search 
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Perform Month End Close Process (cont’d) 

Activity 5 cont’d - Review the information in the Journal Suspense Correction and Errors tabs.  
Refer to FI$Cal.033 to correct suspense journal entries.  Note: For Accounts 5 and 48 series, 
need to open a ticket with FSC. 
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Perform Month End Close Process (cont’d) 

Activity 7 -  Verify Journal Generation of sub-module transactions (steps 1.11 of job aid FI$Cal.009) 
 Use % (wildcards) to run query of transactions not sent to GL 
  Click on the HTML link to run the queries 
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Perform Month End Close Process (cont’d) 

Activity  10 – Perform Budget Overview inquiry in Commitment Control to verify Program 9999 - 
 Clearing Account expenditure balances are zero.  Click search.  See results on next page 

13 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 



Perform Month End Close Process (cont’d) 

Activity 10 (cont’d) – Review Budget Overview Results at the bottom of the page.  Expenses by Fiscal 
Year and Period will display. Click on the Expense amount to obtain Activity Log. See next page. 
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1,172.50 
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-1,172.50 

-1,172.50 

0.00 



Perform Month End Close Process (cont’d) 

Activity 10 (cont’d) – The Activity Log will display the Voucher ID and voucher information to 
assist you in researching Program 9999 Clearing Account Expenditures.  
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Perform Month End Close Process (cont’d) 

Activity 13  – Confirm Closure of Month by reviewing Open Period Display page. 
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